How to Install the Email Signature with Outlook 2007

To install the new email signature, follow the below steps.

1. Click on Open to view the New Signature files.
File Download

Do you want to open or save this file?

[|%|_ MHame: MNewsSignatures.zip
Type: Compressed (zipped) Folder, 79.0KE

From: intra.corporate, root, corp

\ Open ] [ Save ] [ Cancel

Always azk before opening this tupe of file

harm your computer. IF you dao not brugt the zource, do not open or

|@ While files fram the Intemet can be uzeful, zome filez can potentially
N gave thiz file. What's the rizk?

2. Once the folder opens click on Extract All Files.

£ MewSignatures[1].zip

File Edit Wiew Fawarites  Tools

1 ) '_“J
b £ \_/I lm ..f ~' 3

fddress |[E C:\Dacuments and Settingsh

Folder Tasks (2]
[E] Extract all Files (




3. Click on Next.
.[)draction Wizard .

Welcome to the
Compressed (zipped)
Folders Extraction

Wizard

The extraction wizard helps pou copy files
from inside & ZIP archive.

To continue, click MNext.

4. Do not change the location of the folder and click Next.
Extraction Wizard

Select a Destination =T
Files inzide the ZIF archive will be extracted to the location you
choose.

Select 4 folder to extract files to.
Files will be extracted ta this directany:

C:A\Documents and S ettingssmicmintLocal Settings

Pagswo

Extracting...

[ J

[ < Back Mext » ][ Cancel ]

5. Click on Finish.
Extraction Wizard

Extraction Complete T
Filez have been successfully extracted from the ZIF archive.

Files have been successtully extracted to the following
directorny:

C:ADocuments and Sett. \Round]-MewSignatures

To see your extracted files, check the bow below:

Show estracted files

Press finish to continue.

R

[ Firish l[ Cancel




6. Double click on the .bat file.

[ email_signature_templates
install-signature-footer.bat

MName

7. Click on Run.

Open File - Security Warning

The publizher could not be verified. Are you sure you want to

run thiz software’?

Mame: install-signature-footer, bat
@ Fublizher: Unknown Publizher

Type: MS-DOS Batch File
From: C:\Documents and SettingsimicmintLocal Settingst,. ..

Alwayz azk before opening thiz file

Run l [ Cancel

|

publizher. “r'ou should anly run software from publizhers vou trust,

@ Thiz file doez not hawe a walid digital signature that verifies it

How can | decide what software bo un?

8. Open up Microsoft Outlook and click on Tools>Options.

To

ols igctions Help

Send/Receive
Instant Search

Address Boaok..,  Ctrl=Shift=B

wf]  Organize

Li} Rules and Alerts...

Out of Office Assistant...
Mailbox Cleanup...
Empty "Deleted ltems™ Folder

Recover Deleted Items..,

Account Settings..
Trust Center...
Lustomize... /

Options...




9. C

-

lick on Mail Format then Signatures.

-

Options

Freferences | Mail Setup | Mail Farmat | Speliing | Other | Delegates

Message Forrnat ,‘1

Choose a format For outgoing mail and change advanced settings.
Compose in this message Format: | g =

[ Inkernet Format... ] [Internatinnal Options. ..

HTML Farmat

Reduce the file size of the message by removing Formatking infarmation
that is not necessary to display the e-mail message

Rely on C35 for font Formatking
[]5ave smart tags in e-mail
Skationety and Fonks

IJse skationery to change vour default fonk and style, change colors, and
{_: add backgrounds to vour messages.,

[ Stationetry and Fonts, ., ]

Signatures

/‘ Create and edit signatures For oukgoing messages, replies and forwards,

=~ _' [ Signatures. .. ]

j Zhange the editing settings for e-mail messages,

= [ Editor Options., .. ]

Editor options

Ok H Cancel ]




10. You will now see 2 files available to choose from, click on the one you like and then click on the
text to edit it. When you’ve filled in all of your information, click on Save then click on OK.
é_ignatures anéi_éiatinnery @

E-mail Signature | Personal Stationery |

Select signature to edit Chonse default signature
Carpararte earthSense E-mail account: |Microsoft Exchange |v|
Corporake
I Mew messages: | [ﬂ
Replies/forwards: |(n0ne) |v]

[ Delete ][ Mew ][ Save ][ Eename ]

Edit signature

|nal Mol[e] 7 o [E— ] =

Testing|

Job Title, Division
JohnDoe@valspar.com
Phone: (612) XXX
Fax: (612) XXX-XXXX
Cell: (612) XXX-XXXX

= |9._=']§usiness Card ||:;§ %

T 2

Physical Address:
801 3rd Avenue South
Minneapolis, MM 55402

[

ﬂ[ QK ][ Cancel ]

11. Click on OK and your new signature should be applied.
Options @
Freferences | Mail Setup | Mail Format |Spelling || other || Delegates |

Message Format

g ‘; Choose a format for outgoing mail and change advanced settings.
Compose in khis message format; |HTML

a

Inkernet Format. .. ] [International Optians... ]

HTML format

Reduce the file size of the message by remaving Formatting information
that is not necessary to display the e-mail message

Rely on 55 for font Formatting
[[]5awe smart tags in e-mail

Stationery and Fonts

g Use stationery ko change your default Fank and style, change calors, and
AC add backgrounds ko your messages.
Stationery and Fants. ..

g Create and edit signatures for outgoing messages, replies and forwards.

Signatures

Editor options
: j hange the editing settings for e-mail messages.

.J ; Editor Options. ..

—*[ oK H Cancel ] Apply




